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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The problem of this investigation was to survey the 
employment and educational experiences of the 1954-1958 
business education majors of Saint Mary High School, 
Waltham, Massachusetts and to study the implications 
for revising the business curriculum. 
Analysis of the Problem 
In order to accomplish the purpose for which this 
job analysis and survey was made, answers to the follow-
ing questions were sought: 
1. Were the graduates of the past 5 years employed 
in positions for which they had received training in 
high school? 
2. Through what sources did they obtain their 
positions? 
3. What high school subjects have been most help-
ful to the graduates? 
4. Did graduates need additional training in their 
first jobs? 
5. Which subjects might be added to the curriculum 
as shown by the needs of the graduates? 
6. To what extent have graduates received further 
education since leaving high school? 
Justification of the Study 
Atomic energy, electronics, and automation have 
created a new ttindustrial revolution,tt the effects of 
which can not be overlooked in business classrooms. 
Nor should an attempt be made to do so because business 
and industry expect educators to have vision to adjust 
the curriculum in order to qualify the coming genera-
tion for the opportunities of technological progress. 
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Having viewed the educational programs in the 
school systems in more than seventy cities over the 
United States, Stoddardl compiled a report to the offi-
cers of The Fund for the Advancement of Education in 
which he stated: 
There is widespread concern over the 
country about the challenging problems 
confronting education today. Many 
people believe there is a new day ahead 
for America. They want the schools to 
help meet this new day boldly and to 
change the school program as much and 
in any way necessary to do so. The 
challenge calls for much more than a 
lot of educational reruns. 
Graham expresses the urgency for a long-range educa-
tional viewpoint thus: 
It is not enough to be the "heir of 
all the ages." Our experience is not 
enough. To plan an adequate business 
lstoddard, Alexander J., Schools for Tomorrow: An 
Educator's Blueprint, The Fund for the-xavancement of--
Educa£ion, New York, 1957, p. 11. 
education curriculum, we need the 
futuristic approach strengthened by 
imagination. To be sure, this "opera-
tion imagination" cannot be performed 
in ignorance. Our planning must be 
based upon information about our eco-
nomic world--not only what is happen-
ing, but what is being planned. 
Let us then question every bit of the 
business curriculum by asking why, of 
what use, is it suitable for the world 
of toiii'OrroW? Let us study business and 
then gaze into the future as far as the 
inner eye can see and ask what should 
be added to or subtracted from the 
business curriculum for which we are 
responsible. Finally, with the aid of 
our guidance colleagues, let us plan 
for each student--gifted, mediocre, or 
below average--adaptations of the cur-
riculum best suited to prepare him for 
his future world.l 
Waltham, a community of over 50,000 population, 
today has accelerated its reputation as a "City of Pre-
cision" and is adding to its prestige for accuracy in 
precision instruments and products by furthering engi-
neering and research in the new fields of electronics, 
radar, and nuclear developments. 
It is the aim of the business department of Saint 
Mary High School to inject into classroom instruction 
the precision characteristic of its environment by 
adopting various scientific techniques that have been 
learned during recent years while, at the same time, 
lGraham, Jessie, ''Looking Far into the Future," 
The Business Education Forum, vol. 14, January, 1960, 
p:-1. 
3 
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maintaining ageless and universal truths. 
" • • • 
in the 
case of the individual student, as in the case of our 
national life," says Kellerl it is a question of wedding 
the old and the new, the modern with the timeless." 
Education and guidance of young people are so vital 
to the individual and to society that their effectiveness 
should be determined wherever possible. A follow-up study 
of former students is of value in basing the job-training 
program on current, up-to-date procedures and practices of 
the business community. 
Delimitation of the Problem 
This investigation was limited to a study of the busi-
ness education graduates of the classes of 1954-1958 in 
regard to duties performed in their present jobs. There 
were no boys among the graduates. In any extensive cur-
riculum revision program, the opinions of businessmen and 
teachers should be obtained in addition to those of gradu-
ates. This study was limited to a survey of graduates only. 
1Keller, James, All God's Children--What Your Schools 
Can Do for Them, Chri~pher Books, New YOrk; ~' p. 55. 
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Statement of Organization 
The first chapter includes the statement and analysis 
of the problem. In Chapter II a review of related theses 
is presented. The procedures followed in conducting this 
survey are set forth in Chapter III. The analysis and 
interpretation of the data gathered from the questionnaire 
and check list are presented in Chapter IV. The last 
chapter is composed of the summary, the conclusions, and 
the recommendations based on the findings of the study. 
CHAPTER II 
RELATED LITERATURE 
The current literature emphasizes the need for evalu-
ation of high school curriculums because of demands re-
sulting from rapidly increasing economic and social changes, 
technological developments, and surging high school enroll-
ments. As a part of the total educational program, business 
education must also be reassessed and necessary adjustments 
made in order to provide more effectual instructions in the 
years ahead. 
Despite changing conditions, the human factor is apt 
to remain constant. In this matter of reappraisal, there-
fore, the principal focus of attention should be on the 
student. Unless educators prepare their graduates to ad-
just to changes, they fail to achieve the end of education. 
Because automation will never replace the necessity for 
basic economic judgments and good attitudes, schools have 
a special responsibility to develop high ethical standards 
and work habits that will make earning a living a worth-
while activity for the individual and a contribution to 
society. Job success will be assured if specialized skills 
are supported and strengthened by correct attitudes and an 
attractive personality. 
In response to a request made by the National Office 
Management Association, Humesl has described five such 
basic qualities for advancement: initiative, attitude, 
cooperation, knowledge of work, and loyalty. Through 
long business experience, he finds that all business 
executives want about the same traits and abilities in 
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their employees; he urges, therefore, all business teachers 
to strive to inculcate a positive attitude in their stu-
dents as the basis for all desirable personal traits, some 
of which are self-confidence, self-control, imagination, 
enthusiasm, the art of concentration, silence, and listen-
ing. He summarizes his advice to new employees in three 
short sentences: (1) Use good common sense. (2} Mind 
your own business. (3) Work! 
According to Johnsto~ business educators, with future 
occupational needs in mind, should arrange a curriculum 
designed to equip students for successful performance of 
the tasks they intend to assume and to enable them to cope 
with the occupational problems they are bound to meet. 
This author states: 
If we teachers are really to prepare 
our students for life in the business 
world, it should be fairly evident 
that we simply must give them what 
preparation we can to handle the moral 
lHumes, Elmer C.~ "A Businessman Comments on Teaching 
the Qualities for Success," American Business Education, 
vol. 16, March, 1960, p. 172. 
problems that they will inevitably 
meet in their daily lives for all 
their years to come. And this for 
two reasons, both of them compelling. 
First, our business students must 
live much of their personal lives, 
spend probably half of their future 
waking hours, in meeting and dealing 
with questions of business practice 
that involve a moral aspect; and their 
eternal destiny may well depend on 
their success in handling these ques-
tions. Second, our business students 
have social as well as personal obli-
gations, including the duty to leave 
the business world a little better 
than they found it ••• 1 
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Many national and local surveys of educational prepa-
ration for office employment have been made in an effort 
to furnish valuable guidance and a statistical foundation 
for recommended improvement of current offerings in the 
business curriculum. 
In 1959 the Catholic Business Education Association,2 
in conjunction with the Gregg Division, McGraw-Hill Com-
pany, conducted a nation-wide study of business education 
in 1125 Catholic secondary schools. The majority of sur-
veyed schools taught four semesters of typewriting, four 
of shorthand, two of bookkeeping, two of general business, 
and two of secretarial practice. Five hundred forty, or 
lJohnston, Herbert, Ph.D., "Moral Education for Busi-
ness," Catholic Business Education Review, vol. 8, April, 
1957, p. 10. 
2catholic Business Education Association, Survet of 
Business Education in the Catholic High Schools of t a--
United States, Gregg-Di~ion, McGraw-Hill Book Company, 
1959, p. 8. 
5o percent, of the schools reporting indicated that 40 
words a minute was the first-year typewriting objective; 
458, or 53 percent, of the schools set 60 words a minute 
for the second-year goal. The aim of 376 schools, or 
9 
41 percent, was a first-year shorthand speed of 60 words a 
minute; and 311 respondents, or 41 percent, hoped to achieve 
120 words a minute at the end of two years of stenographic 
training. It was noted that this report asked more ques-
tions than it answered. It was intended to be a launching 
ground for further research into the problem of whether 
the goals set by Catholic high schools actually do meet 
the demands of the present-day business world. 
In an analogous study, Romanl surveyed the total edu-
cation program of the graduating seniors of six comprehen-
sive public high schools in Cincinnati during the school 
years 1956-1957 and 1957-1958. The findings showed that 
business education was second only to foreign language as 
the most popular elective major in the curriculum. This 
proved that education for business careers at the secondary 
level provides a significant part of the total education 
necessary to meet the objectives of a comprehensive high 
school. 
lRoman, John c., "What Business Teachers Should Learn 
from a Follow-up Study," Business Education Forum, vol. 14, 
December, 1959. p. 17. 
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To determine possible curriculum revision, Sister M. 
Joachim, s.s.J.,l gathered data concerning work experiences 
of business education graduates of St. John High School, 
Cambridge, Massachusetts. The findings revealed that type-
writing was the most helpful subject for 72 percent; short-
hand for 34.6 percent and business arithmetic for 31.8 
percent. The majority of graduates, 60 percent, reported 
that they had not used their shorthand skill; 40 percent 
had used it at some time in their career. 
Several respondents recommended that an office practice 
course be offered, that the typewriting course be revised 
to meet the needs of students, and that a class in trans-
cription be developed and that only students who showed 
ability in the subject should be eligible for shorthand 
training. 
The general clerical and secretarial majors of Beverly 
High School, Beverly, Massachusetts were surveyed in 1955 
by Lambertson. 2 The responses indicated that high school 
lsister M. Joachim, S.S.J., A Follow-up Study of 1948-
1952 Business Department Graduates of St. John High School, 
North Cambridge, Massachusetts with Implications for Curri-
culum Revision, Master's Thesis, Boston University:-1953, 
p. 98. 
2Lambertson, Eleanor M., A Follow-up Study£! the 1951-
1954 General Clerical and Secretarial Majors of Beverly High 
School, Beverly, Massachusetts, Master's Thesis, Boston 
university, 1955, p. 47. 
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is terminal education for the majority. At the time of the 
study, 66.4 percent of the graduates were with their origi-
nal employer. Seventy-two, or 59.4 percent, used shorthand 
on the first job; 75 respondents used manual typewriters 
and 33 respondents reported they had used electric type-
writers. 
It was recommended that various forms of technical 
dictation be included in the latter part of the transcription 
course. Also, the practice of calling businessmen into de-
partment meetings for discussion of common problems should 
be continued as this arrangement proved mutually satisfactory, 
and a policy of inviting recent graduates to the meetings 
should be initiated. 
Among the findings listed by Kennedyl in a follow-up 
study and job analysis of the 1952-1953 graduates of the 
clerical practice department of Somerville High School, 
Somerville, Massachusetts are the following: 
1. About one fourth of the graduates were employed in 
insurance companies. Banks employed 15.8 percent, manufac-
turing concerns employed 12.8 percent, public utilities em-
ployed 7.5 percent and department stores employed 6.4 percent. 
1Kennedy, Kathryn A., A Follow-up Study and Job Analysis 
of the 1952-1953 Graduates of the Clerical Practice-Depart-
ment of Somerville Hfgh School, Somerville, Massqchusetts, 
Master's Thesis, Bos on University, 1955, p. 52. 
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2. The ten most frequently performed activities were 
tabulated as using office machines, typewriting, filing, 
telephoning, handwriting, posting entries, recording entries, 
using the comptometer, general bookkeeping, and doing mes-
senger work. 
3. Of the 171 respondents replying to the survey re-
port, 115 used some form of arithmetic in their particular 
occupations. Percentage was used most frequently, and the 
other forms in order of frequency were fractions, trade 
discount, bank discount, and commission. 
4. One hundred and forty-four respondents indicated 
that they used one or more of the systems of filing which 
were listed on the survey form, and 138 indicated that 
they had used alphabetic filing, 96 used numeric filing, 
and 26 used geographic filing. Soundex was used by 7 re-
spondents, and triple-check filing by 6 respondents. 
Since the data indicated that 24 percent of the gradu-
ates secured employment in insurance firms and 15.8 percent 
secured employment in banks, it was recommended that more 
time be spent on arithmetic required by these two types of 
business. 
To set up standards of achievement that will effi-
ciently meet the needs of a particular community, one must 
investigate those needs. This was the purpose of 
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Sister Winifred 1 ~1959 study concerning occupational op-
portunities offered to business graduates by the business 
firms located on Route 128. 
When data were tabulated, the investigation showed 
that employment tests were used by 73 percent of the firms 
responding. A typewriting test was administered by 73 per 
cent of the respondents. Stenography tests were used by 
52 percent of the firms, and clerical aptitude tests were 
given by 27 percent of the employers. More than one 
fourth of the firms also used intelligence tests. 
The three requirements of the greatest importance in 
obtaining employment in the firms located on Route 128 
were: (1) general impression at the time of the interview, 
(2) appearance ranked second with 49 percent considering 
this factor to be very importan~ (3) the results of employ-
ment tests ranked third with 25 percent stating that these 
tests were considered very important when new employees 
were to be hired. 
Twenty-seven of the 85 respondents considered 40 to 49 
words a minute a satisfactory speed for typing material of 
average difficulty. Twenty-eight firms required a speed of 
1sister Winifred, S.N.D., A Survey of Emplo~ent O~or­
tunities for Hfgh School Gradua~es of'ferea ~ Bu~nessrms 
Located on Rou e 128 in the State of Massacnusetts, Master's 
Thesis, BOston Un~verSity:-1959, p:-6o. 
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50 to 59 words a minute from new employees, whereas 13 
companies expected a speed of above 60 words a minute from 
beginning typists. 
Twenty-five percent of the respondents reported that 
the firms required 60 to 80 words a minute shorthand speed. 
Another 25 percent of the firms required shorthand speed 
of 80 to 100 words per minute. Speed over 100 words per 
minute was required by only 14, or 16 percent, of the com-
panies. Twenty-nine did not specify their shorthand speed 
requirements. 
It was recommended that personality, particularly the 
development of initiative, responsibility, and dependability, 
should be stressed in every course by every teacher. Since 
positions of a clerical nature are most prevalent, some pro-
vision should be made in the business department for a gen-
eral clerical curriculum. 
The related literature considered in this chapter con-
stitutes a background of office standards against which to 
view possible curriculum revision in the business education 
program. Chapter III presents an outline of procedures 
followed throughout this study. 
CHAPTER III 
METHOD OF PROCEDURE 
In conducting this follow-up study of the 1954-1958 
business graduates of Saint Mary High School, these pro-
cedures were followed: 
1. Permission to make this investigation was obtained 
from the Principal of Saint Mary High School. 
2. Follow-up studies and job-analyses were reviewed 
for the purpose of securing a proper perspective of office 
standards and requirements. 
3. Current labor journals and the Waltham Chamber of 
Commerce reports were analyzed to determine the growth of 
labor and industry in the Waltham community. 
4. After analyzing the related research, a list of 
subordinate problems was compiled to identify the major 
issues in the study. 
5. A tentative check list was prepared and presented 
for criticism and suggestions to members of the business 
education seminar in session at Boston University at the 
time of this study. 
6. The names and addresses of the 1954-1958 business 
education graduates of Saint Mary School were obtained from 
permanent record cards in the school office files. 
7. On October 24 the check list, revised according to 
suggestions made by seminar members, and a letter of 
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transmittal were mailed to 132 business education graduates. 
8. A follow-up letter and a second copy of the check 
list were mailed on November 23 to those graduates who had 
not responded. 
9. On November 30 requests were made by telephone to 
those who had not answered the follow-up letter. A total 
of 112 were received. Only 105 replies were usable inasmuch 
as four were attending school, two had married and were 
keeping house, and one was a hairdresser. 
10. The data were tabulated and analyzed. This study 
was based on 105 usable check lists which represents a 
79.6 percent response. 
11. The summary and recommendations were written on 
the basis of the findings of this study. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF THE DATA 
This investigation was made to survey the educa-
tional and employment experiences of the 1954-1958 
business education majors of Saint Mary High School 
and to study the implications of the findings for re-
vising the business curriculum. 
To achieve this purpose it was necessary to ascer-
tain the current employment status of the graduates, 
the sources through which positions were acquired, the 
additional training they received, the length of the 
period of employment, and the nature of the duties per-
formed in their present positions. 
A check list including these items was mailed to 
132 business graduates of which 112, or 85 percent, 
responded. 
Table I indicates that the highest percentage of 
returns, 93.5 percent, was received from the class of 
1958 and the lowest percentage of returns, 73.7 percent, 
came from the class of 1954. Seventy-six percent of 
the class of 1955 completed and returned the check lists. 
Eighty-seven percent of the students of the 1956 class 
made returns, while 90 percent of the 1957 graduates 
responded. 
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TABLE I 
RETURNS FROM CHECK LISTS BY CLASSES 
Class Number Number Percent of 
sent out completed returns 
1954 19 14 74 
1955 25 19 76 
1956 28 24 86 
1957 29 26 90 
1958 31 29 94 
Total 132 112 85 
As shown in Table I, the number of check lists sent 
out to the class of 1954 was smaller than that sent to 
the other classes because five business students could 
not be located. 
The sources through which graduates received their 
jobs are set forth in Table II. Personal application 
was the chief source through which graduates secured posi-
tions. This would seem to indicate an active interest in 
the varied employment opportunities made available in 
this area with the dawn of an era of economic expansion 
that began as the result of the construction of Route 128 
in 1952. 
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TABLE II 
SOURCES THROUGH \rffiiCH THE GRADUATES 
SECURED THEIR POSITIONS 
Source Number Percent of 
returns 
Personal Application 33 30 
School 21 19 
Friend 16 14 
Newspaper 14 13 
Relative 9 8 
State Employment Agency 8 7 
Com'l Employment Agency 6 5 
Civil Service 3 2 
Comptometer School 1 1 
Chandler School 1 1 
Total 112 100 
Table II reveals that 33, or 30 percent, of the 
graduates made personal application for their jobs. 
Twenty-one, or 19 percent, of the graduates obtained 
positions through the school, while 16, or 14 percent, 
of the respondents were placed through the aid of friends, 
and 9, or 8 percent, secured placement through relatives. 
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Newspaper advertisements was the source through which 14, 
or 13 percent, received employment. Commercial employ-
ment agencies and the u. S. Employment Agency placed a 
total of 14, or 12 percent. The results of Civil Service 
Examinations helped to place 3, or 2 percent, of the 
graduates. 
The employment status of the business graduates at 
the time of this study is shown in Table III. 
TABLE III 
EMPLOYHENT STATUS OF THE GRADUATES 
AT THE TIME OF THE STUDY 
Employment Number 
Working full time 97 
Keeping house 10 
Attending school full time 5 
Total 112 
Percent of 
returns 
87 
9 
4 
100 
Although 15, or 13 percent, of the respondents were 
either keeping house or attending school, they supplied 
data regarding their part-time jobs. Eight graduates 
stated that they were working full time and attending 
school part time. Among the business graduates not em-
ployed in office work at the time of this study were a 
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hairdresser, an airline stewardess, an etcher, two tele-
phone operators, a nurse's aide, and a factory worker. 
Therefore, information was summarized from 105, or 79.6 
percent, of the check lists. 
The typewriting test was the test most frequently 
used by the companies to determine the job qualification 
of the applicants. Six graduates stated that, instead 
of tests, school records and recommendations given by 
teachers and friends were the basis of their employers' 
decision to hire. 
The kinds of tests administered when respondents 
applied for their positions are listed in Table IV. 
TABLE IV 
KINDS OF EMPLOYMENT TESTS ADHINISTERED 
TO THE GRADUATES 
Types of Tests Number Percent of 
returns 
Typewriting test 48 46 
Shorthand test 22 21 
Company-constructed test 18 18 
Clerical Aptitude test 11 10 
None 6 5 
Total 105 100 
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Of the 105 graduates who reported the information 
given in Table IV, 46 percent of them were required to 
take typewriting tests. The shorthand and transcription 
skill of 21 percent of the applicants was examined when 
they sought employment. Company-constructed tests were 
taken by 18 percent of the respondents; and 10 percent 
were tested for clerical aptitude. Twenty-eight of the 
105 graduates noted on their check lists that, in addi-
tion to the tests tabulated, they had also taken an in-
telligence test at the time they applied for their 
positions. 
Table V contains information regarding the types of 
on-the-job training reported by 33 graduates. 
TABLE V 
ON-THE-JOB TRAINING RECEIVED 
BY THE GRADUATES RESPONDING 
Training 
Office machines 
Personality 
Office Procedures 
Total 
Number 
22 
6 
5 
33 
Percent of 
returns 
67 
18 
15 
100 
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Sixty-seven percent of the respondents received 
instruction in the operation of office machines. The 
dictaphone, bookkeeping machines, calculators and add-
ing machines, mimeograph,and verifax were some of the 
specific machines on which training was given. Eight-
een percent of the graduates received training in per-
sonality development. Fifteen percent of the respond-
ents had obtained in-service training in office pro-
cedures which included handling mail, multiple copy 
work, filing, communications, and payroll work. 
Curriculum evaluation and revision were the moti-
vating purpose of this follow-up study. One way to 
judge the effectiveness of any business course is to 
find out about the practical application of its content. 
The business graduates were asked to name in the order 
of usefulness to them the subjects taken in high school. 
TABLE VI 
HIGH SCHOOL SUBJECTS OF MOST USE 
TO THE GRADUATES 
Subjects considered Number 
most important 
Typewriting 45 
Bookkeeping 18 
Shorthand 16 
English 15 
Spelling 5 
Filing 4 
Biology 2 
Total 105 
24 
Percent of 
returns 
43 
18 
16 
15 
4 
3 
1 
100 
As shown in Table VI, typewriting proved to be of 
most value to 42.8 percent of the graduates. Eighteen 
percent of the respondents ranked bookkeeping as the 
most useful subject. Sixteen percent of the graduates 
listed shorthand as the most valuable course they had 
taken. The subject most useful to 14.3 percent of those 
reporting was English. The three subjects of biology, 
filing, and spelling were considered by only a few gradu-
ates as the most useful subject. 
25 
Table VII reports the education beyond high school 
received by 22 percent of the graduates. The high 
school program provided ter.minal education for 78 per-
cent of the graduates. 
TABLE VII 
SCHOOLS ATTENDED BY GRADUATES AFTER HIGH SCHOOL 
Name of School 
Felt and Tarrant 
Chandler School 
Framingham Teachers College 
Plus School of Boston 
Bentley School of Accounting 
Boston School of Dental Nursing 
Cardinal Cushing College 
Bryant and Stratton 
Wyndham Secretarial School 
Pierce Secretarial School 
St. Joseph School for Medical 
Record Technicians 
Hickox Secretarial School 
University of Massachusetts 
Total 
Number of Graduates 
Attending 
5 
5 
2 
2 
1 
1 
1 
1 
1 
l 
1 
1 
1 
23 
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After high school, seven girls pursued courses con-
cerned with comptometer and key punch machines. All but 
three graduates continued in the field of business edu-
cation. 
Personnel turnover, particularly among young people, 
is a matter of concern for business, management, person-
nel departments, educators, and counselors. If business 
education departments are to cooperate with local ~m­
ployers, they must not regard the successful development 
of skills the termination of their responsibility. Stu-
dents should be placed in positions where acquired skills 
may be utilized to the mutual satisfaction of employer 
and employee. Proper guidance procedures would help to 
prevent girls from leaving because they are kept on rou-
tine work below their skills. 
In order to determine the extent to which graduates 
transferred from one position to another, they were asked 
to list the full-time jobs they had had since graduation 
from high school, the length of the employment period on 
each job, the reasons for leaving, and why they had ac-
cepted their current positions. 
Thirty-nine of the 105 girls who participated in the 
survey had made no change in occupation. Table VIII re-
ports the reasons given by 66 respondents for transfer-
ring to different positions. 
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TABLE VIII 
REASONS GIVEN FOR JOB CHANGES 
Reasons Number Percent of 
returns 
Salary 49 74 
Marriage ll 17 
Possibilities for advancement 4 7 
Needed at home l l 
Did not like the work l l 
Total 66 100 
Attractive salaries and promotional opportunities 
are two contributing factors in shifting employment in 
areas where competition for clerical workers must be met. 
Salaries prompted 74.1 percent of the respondents to 
change their jobs. Promotional opportunities influenced 
7 percent of the girls to move to other positions. Mar-
riage brought about a change for 17 percent of the gradu-
ates. One girl left a position in order to take one in 
the vicinity of her home. The desire to participate in 
a variety of work prompted one graduate to accept a posi-
tion in a small office. 
Motives for accepting their present positions may 
have been closely allied to those given for resigning 
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from previous jobs. The response to the question regard-
ing the former, however, revealed that salary was not 
always the sole issue when considering new work. The 
reasons for acceptance of present positions given by all 
who participated in the survey are given in Table IX. 
TABLE IX 
REASONS GIVEN BY GRADUATES FOR ACCEPTING 
PRESENT POSITIONS 
Reasons Number Percent of 
returns 
Salary 26 25 
Nature of the work 24 23 
Advancement 17 16 
Pleasant atmosphere 15 14 
Benefits 12 11 
Location 7 7 
Company reputation 4 4 
Total 105 100 
As shown in Table IX the nature of the work ranked 
second to salary in attracting the respondents. The pos-
sibility for advancement appealed to 16.2 percent of the 
applicants. Fourteen percent of the graduates agreed to 
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accept positions because of pleasant office atmosphere. 
Company benefits was the element of attraction for 11 
percent of the graduates, while location and company 
reputation were considered by another 11 percent of the 
respondents as important features in their employment 
contracts. 
As shown in Table X the adding machine was the most 
often used machine with the exception of the typewriter. 
Transcribing machines were operated by 25 girls. Ditto 
duplicating was the most common process of reproducing 
copy. Mimeographing was done by only 13 girls. The use 
of the bookkeeping machine was included among the duties 
of eleven graduates. The verifax and photocopy machines 
were used by 19 of the respondents. Other machines used 
by the graduates included the calculator, comptometer, 
addressograph, key punch, teletype, multilith, and the 
varitype. 
TABLE X 
OFFICE MACHINES OTHER THAN THE TYPEWRITER 
USED BY GRADUATES IN PRESENT POSITIONS 
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Machine Frequency of Response 
Adding machine 
Transcribing machine 
Ditto duplicator 
Mimeograph 
Verifax 
Bookkeeping machine 
Calculator 
Photocopy machine 
Comptometer 
Addressograph 
Key punch 
Teletype 
Multilith 
Varitype 
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25 
23 
13 
11 
11 
10 
8 
8 
6 
5 
1 
1 
1 
Viewing their secondary school training from the 
vantage point of a business office, graduates can pro-
vide curriculum planners with practical suggestions. 
Although all activities described on the check list 
would not be part of any graduate's daily routine, they 
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were asked to check the degree of emphasis which, in 
their opinions, each item should be given in the high 
school program. Analysis and interpretation of the ac-
cumulated data would help to point up strengths and 
weaknesses in the current business curriculum. The ques-
tionnaire provided the respondent with space to indicate 
any job activities she felt should be eliminated from 
the high school program. Since very few responses were 
made in indicating that job activities should be elimi-
nated, these data are not reported in table form but are 
reported in context. 
The stenographic and secretarial activities section 
of the check list produced the data for Table XI. The 
items have been arranged in the order of frequency of 
performance. Sixty-two graduates reported handling in-
coming and outgoing telephone calls as being among office 
activities performed by them, whereas only 16 reported 
that they transcribed from recording machines and took 
dictation of minutes and transcribed them. 
A comparison of numbers recorded in Table XI reveals 
that the majority of graduates felt that composing letters 
at the typewriter, taking dictation at the typewriter, 
securing information needed for correspondence, receiving 
callers, transcribing from recording machines, taking dic-
tation in shorthand and transcribing, securing and compil-
ing information for reports, and taking dictation over the 
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telephone should receive greater emphasis in the secre-
tarial and stenographic area of job preparation. 
Twenty-seven girls suggested that assisting in plans 
for social functions be eliminated, while 44 graduates 
did not believe that training for supervising and plan-
ning work for others should be included in the business 
education program in the high school. 
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TABLE XI 
STENOGRAHIIC AND SECRETARIAL ACTIVITIES 
ARRANGED ACCORDING TO FREQUENCY OF PERFORMANCE BY '!HE GRADUATES 
~ ~ 
~lll:l I CJ) I JOB ACTIVITIES >-to ~~ ~ e ~ p ~~ i 
1. Handling incoming and outgoing telephone calls 62 52 53 
2. Receiving callers 48 66 39 
3. Securing information needed for correspondence 47 70 35 
4. Securing and compiling information for reports 44 57 48 
5. Ordering supplies and reporting on repairs 40 50 55 
6. Taking dictation in shorthand and transcribing 39 62 43 
7. Composing letters at the t.ypewriter 38 91 14 
8. Making appointments and reservations 28 40 13 
9. Taking dictation over telephone 27 53 16 
10. Receiving and sending telegrams by telephone 27 24 10 
11. Taking dictation at typewriter 25 78 27 
12. Assisting in plans for social functions 18 36 42 
13. Supervising and planning work for others 18 25 36 
14. Transcribing from recording machines 16 65 40 
15. Taking dictation of minutes and transcribing 16 31 29 
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Table XII presents typewriting activities performed 
by the respondents and indicates the emphasis which, in 
the opinions of graduates, these duties should receive. 
Addressing envelopes and typing multiple carbons 
were two typewriting activities performed by 61 graduates. 
In their present positions, 49 respondents typed reports, 
articles, and manuscripts from rough draft. Forty-eight 
of the girls typed letters and reports from longhand. 
Preparation of stencils was done by only 24 respondents. 
In this area there was no question of eliminating 
from the typing course any of the activities listed. 
Four graduates suggested that preparation of government 
specifications, telegrams, and requisitions should be 
added. 
Addressing envelopes and typing mailing lists for 
active parish organizations are regular assignments for 
the business department of Saint Mary High School. Pre-
paring stencils, multiple carbons, and masters for liquid 
duplicators were three activities graduates felt should 
be given more emphasis. Typing from rough drafts, tabu-
lations, and statistical work were also noted as requiring 
greater stress. 
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TABLE XII 
TYPBWRITING ACTI\TITIE3 
~ CJ) 
~ H CJ) ~13:1 i i JOB ACTIVITIES 1>-lo ~i ~ ~ ~~ ~ ::::> i 
1. Addressing envelopes 61 19 86 
2. Typing multiple carbons 61 74 31 
3. Typing reports, articles, and manuscripts 
from rough draft 49 56 49 
4. T,yping letters and reports from longhand 48 35 70 
5. Filling in forms and typing cards 47 40 65 
6. Typing mailing and other lists 46 29 76 
7. Typing tabulations and statistical work 45 56 49 
8. Typing interoffice communications 44 48 57 
9. Typing form letters 39 42 63 
10. Preparing masters for liquid duplicators 36 68 34 
11. Typing statements, bills, and invoices 28 49 56 
12. Preparing stencils 24 55 50 
r" 
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Table XIII shows the filing activities involved in 
office procedures. Graduates indicated the activities 
that should get greater attention and those that had re-
ceived enough emphasis during their high school course. 
Elimination of any listed activity was not suggested by 
the respondents. 
Seventy-three of the graduates were responsible for 
filing material on their present jobs, while cross refer-
encing was among the filing activities of 39 graduates. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
TABLE XIII 
FILING ACTIVITIES 
JOB ACTIVITIES 
Filing material 
Finding material 
Labeling new folders 
Sorting and coding material 
Keeping a follow-up file 
Transferring files 
Cross referencing 
liirxJ 
00 
~~ 
§~ 
o'O:: 
rxlrxl 
tfP-t 
73 
65 
60 
51 
51 
43 
39 
!1) 
H (/) 
(/) H 
53 !1) <tl 
P-t li1 
~ P-t 
rxl ~ 
0:: 
~ li1 c.? 
<tl p 
rxl 0 
ffi z rxl 
37 68 
51 54 
38 67 
59 46 
55 50 
45 60 
52 53 
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As indicated in Table XIII, the weight of opinion 
regarding filing duties was on the side of sufficient 
emphasis except for sorting and coding materials and 
keeping a follow-up file. 
Figuring and checking invoices and statements 
ranked first in the bookkeeping activities performed 
by graduates. Handling customers' accounts and pay-
roll records were next in order of performance. Table 
XIV presents bookkeeping activities and a report of 
graduates' opinions regarding the stress each should 
be given. No graduate believed that the list should 
be shortened by eliminating any item. 
According to Table XIV the majority of respondents 
thought that additional instruction in keeping payroll 
records, preparing government reports, operating a 
checking account, computing interest and discount, and 
preparing financial statements would prove beneficial 
to those preparing for the business world. 
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TABLE XIV 
BOOKKEEPING AND ACCOUNTING ACTIVITIES 
(/) 
H CIJ 
CIJ H 
~ CIJ lit ~ Of.:il p.., 
0 ~ p.., JOB ACTIVITIES ~z ~ 0~ f.:il z~ 0:: 
f.:i!O:: f.:il p:: 
PO 8 0 
c>P:.. <!! p 
rx::IO:: ~1 0 
O::f.:il 0:: :z; 
li;P... 0 f.:il 
1. Figuring and checking invoices and statements 23 54 51 
2. Posting to accounts receivable ledger 16 36 69 
3. Keeping payroll records 16 71 34 
4. Posting to general ledger 15 37 68 
5. Operating petty cash fund 14 68 37 
6. Keeping inventory records 14 66 39 
7. Preparing government reports 14 61 44 
8. Making entries in sales journal 13 33 72 
9. Operating a checking account 13 62 33 
10. Making entries in general journal 12 35 70 
ll. Making entries in cash journals 12 49 56 
12. Posting to accounts payable ledger 12 36 69 
13. Computing interest and discount 12 58 47 
14. Making entries in purchases journal 10 47 58 
15. Preparing financial statements 10 56 49 
16. Preparing trial balance 7 38 67 
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The graduates were asked to check six general office 
duties to determine the degree of emphasis to be given in 
high school courses. Fifty-nine graduates reported han-
dling incoming and outgoing mail was one of their general 
office activities. Only 10 respondents did cashier work. 
Table XV discloses their opinions regarding the attention 
these activities should be given at secondary school 
level. 
TABLE XV 
GENERAL OFFICE ACTIVITIES 
rJ) 
H rJ) 
rJ) H 
~ rJ) li.. ~ Of;il p.. 
JOB ACTIVITIES 0 ~ P-. l>'iZi fil ::E: ~~ fil 0:: 
filO:: fil II: 
PO E-1 0 
O'li. <x: p ~0:: ~ 0 O::fil ffi z fi.,p.. ~ 
1. Handling incoming and outgoing mail 59 44 61 
2. Doing office housekeeping 45 46 59 
3. Preparing packages for mailing 33 45 56 
4. Collating material 24 50 55 
5. Taking inventory 19 51 54 
6. Doing cashier work 10 42 63 
Four girls believed that instruction for preparing 
packages for mailing was not necessary. Table XV 
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indicates that sufficient emphasis was given to these six 
general office activities to prepare those participating 
in the survey to meet office standards. 
In order not to circumscribe contributions graduates 
might be able to make for the improvement of the business 
curriculum at Saint Mary High School an invitation to 
write up possible suggestions was included in the check 
list. The response was gratifying. Fifty-seven girls 
said they had found the training satisfactory or had no 
comments regarding improvement of the program. 
The opportunity to express their ideas concerning 
secondary business education was welcomed by 48 girls who 
made the following suggestions: 
1. An office procedures and business machines 
course should be offered in the program of Saint Mary High 
School. 
2. Further training should be given in typing numbers, 
dictation at the typewriter, and proofreading. 
3. The business English course should be more inten-
sive. Vocabulary, spelling, letter composition, and oral 
expression should be given greatest emphasis. 
4. A course in personality and grooming should prove 
advantageous. One of the aims of such a course would be 
to develop poise and self-confidence. 
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5. Business students should be given a course in 
business mathematics, including decimals, discounts, 
percentage, and commission. 
6. Occupational information should be provided 
during the senior year in order to enable students to 
make wise selection of employment. 
7. Provision should be made to have dictation 
given by other than the regular shorthand teacher and 
in an office-like atmosphere. 
8. Students should be prepared for and encouraged 
to take Civil Service Examinations. 
The findings were summarized and recommendations 
were made on the basis of the data obtained in this 
survey. 
CHAPTER V 
SUMMARY OF FINDINGS, AND RECOMMENDATIONS 
The problem of this investigation was to conduct 
a follow-up study of the 1954-1958 St. Mary High School 
business graduates to obtain information which would 
prove helpful in determining revisions in the business 
education program. 
Subordinate problems involved in the study were 
as follows: 
1. To discover the current occupational status 
of the graduates 
2. To discover the sources through which these 
graduates secured their first positions 
3. To ascertain the types of post-high school 
education which the graduates had received 
4. To determine the office machines used by the 
graduates 
5. To determine improvements in the school coun-
seling program and placement service 
6. To ascertain the subjects which have proved 
most useful to the graduates 
7. To determine the secretarial, stenographic, 
t~~ing, and general office activities which the graduates 
performed 
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8. To ascertain the instructional emphasis each 
activity should be given in preparing future office 
employees 
9. To elicit comments from the respondents which 
could be of use in improving the preparation of students 
for employment 
10. From the findings of this survey to offer 
recommendations for curriculum revision 
A check list was prepared and sent to 132 business 
graduates of the Saint Mary High School. The data in 
this study were based on the replies of 105, or 80 per 
cent, of the 132 business graduates to whom the check 
list was mailed. 
Summary of the Findings 
The most important findings of this survey are 
summarized here. 
1. Thirty-three, or 30 percent, of the graduates 
secured positions through personal application. The 
business department of St. Mary High School placed 21, 
or 19 percent, of the girls. Friends and relatives 
were responsible for the placement of 25, or 20 percent, 
of the graduates. Newspaper advertisements and private 
business schools were the sources through which 16, or 
15 percent, of the graduates obtained positions. The 
u. S. Employment Agency and commercial employment agencies 
aided 14, or 12 percent, of the girls in finding employ-
ment. Employment for 3 girls was the result of success-
fully passing the Civil Service examination. 
2. Typewriting tests were administered to 48, or 
46 percent, of the graduates when they applied for posi-
tions. Twenty-two girls, or 21 percent, were given 
shorthand tests. Company-constructed tests were used 
in determining the employability of 18 graduates, while 
clerical aptitude tests were given to 11 of the job 
applicants. 
3. On-the-job training consisted of machine instruc-
tion for 22 of the 33 graduates who had had in-service 
training. Office procedures and personality development 
were two other areas in which girls received in-service 
training. 
4. Forty-five, or 43 percent, of the respondents 
regarded typewriting as the high school subject of most 
value to them on the job. For 18 graduates bookkeeping 
was the most important business subject. Shorthand 
ranked third in the order of high school subjects which 
proved to be of most use. Fifteen girls believed Eng-
lish was their essential high school course, while spell-
ing, filing, and biology were each of major importance 
to 11 girls. 
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5. High school education was terminal for 82, or 
78 percent, of the graduates; whereas 23, or 22 percent, 
of the graduates sought post-high school education. 
These graduates attended 13 different schools for their 
post-high school training. All but three of the re-
spondents continued in the field of business education. 
6. Of the 66 graduates who reported having changed 
positions, salary was the major reason given by 49. 
Marriage caused eleven graduates to leave one position 
for another. 
7. The reasons most frequently given for accept-
ing present positions were salary and the nature of the 
work. Possibility for promotion, pleasant atmosphere, 
benefits, location, and company reputation were other 
motives for accepting current employment. 
8. Fifty-three graduates listed the adding machine 
as the office machine they had used more than any other 
with the exception of the typewriter. The transcribing 
machine was used most often by 25 girls. Other machines 
frequently used were the ditto duplicator, mimeograph, 
verifax, bookkeeping machine, and the calculator. Less 
than 10 reported having used the photocopy machine, 
comptometer, addressograph, key punch, teletype, multi-
lith, and varitype. The results of this study tend to 
justify instruction in the most commonly used office 
machines. 
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9. The majority of the graduates felt that a more 
thorough preparation for secretarial positions would 
result from greater concentration of instruction in 
composing letters, in handling incoming and outgoing 
correspondence, and in securing and compiling informa-
tion for reports. Shorthand was considered a definite 
asset in the business office even though only 39, or 
37.1 percent, reported using shorthand on their present 
jobs. It was suggested by 62, or 59 percent, of the 
graduates that greater emphasis be given to shorthand 
dictation and transcription, while 65, or 61.9 percent, 
of the respondents advised more training in machine 
transcription. More dictation at the typewriter was 
urged by 78, or 74.3 percent, of the girls. 
10. According to the graduates the typewriting 
activities involved in duplication should be given 
greater emphasis in the high school course. Students 
should receive more training in setting up tabulations 
and statistical work and in typing reports, articles 
and manuscripts from rough draft. It was proposed that 
government specifications, telegrams, and requisitions 
be included in the typewriting program. 
11. The findings reveal that the filing course 
needed no revision. 
12. Additional instruction in keeping payroll 
records, preparing government reports, operating a 
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checking account, computing interest and discount, and 
preparing financial statements were the bookkeeping 
activities that the majority of the graduates felt 
would prove beneficial to those who were to obtain 
bookkeeping and accounting positions. 
13. The six general office activities listed had 
received enough emphasis during the high school busi-
ness course for all graduates participating in the 
survey. 
14. An intensified office machine course was the 
suggestion offered by 19 graduates as a means of im-
proving the business education program. Composition 
at the typewriter and proofreading were considered im-
portant by 12 graduates. Seven girls expressed the be-
lief that poise, self-assurance, and self-control would 
be developed through a personality course. Other sug-
gestions included: greater stress in business English, 
particularly spelling, punctuation, vocabulary, and 
letter writing; courses in business arithmetic and 
speech; and more individual guidance. 
Recommendations 
The findings of this study were based on the opinions 
and experience of graduates only. A study was not made 
of the opinions of teachers or of employers to determine 
whether or not the graduates were efficient office 
workers. 
The following recommendations are made on the 
basis of the interpretation and analysis of the data 
of this study: 
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1. Because high school training is terminal edu-
cation for approximately 80 percent of the business 
graduates, more effective guidance should be provided 
in the business education program. 
2. A mutually beneficial business-school relation-
ship should be cultivated between educators and busi-
nessmen in order to assist the students to bridge the 
gap between training and employment. 
3. Provision should be made for expanding the edu-
cational program to include an office procedures and 
business machines course. 
4. Some revisions in the business English course 
should be made to provide more practice in letter writ-
ing, oral expression, and vocabulary building. 
5. Personality development, good grooming, and 
proper attitudes should be incorporated into every 
course. 
6. St. Mary High School should offer a course in 
business arithmetic that would include decimals, dis-
counts, percentage, and commission. 
7. Realistic office situations and procedures 
should be integrated in all business courses. 
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8. A study should be made of the employers to 
determine whether or not the graduates have been effi-
cient office employees. 
9. Further consideration should be given to the 
specific activities that should be stressed in the 
various courses of the curriculum as indicated in the 
findings. 
A regular plan of follow-up study should be adopted 
to enable the schools to keep in close contact with the 
demands of business and to revise the curriculum to meet 
current standards of business. 
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APPENDIX A 
October 24, 1958 
Dear Graduate, 
Your active participation in the business world 
makes it possible for you to render a real service 
to future graduates of St. Mary High School. By 
sharing with us your experiences, you can assist in 
a study we are making to determine the effectiveness 
of our business education program. 
This information will be useful in our endeavor 
to train business students to meet current standards 
of employability. 
The answers you submit on the enclosed check 
list will be guarded confidentially. Such data will 
become part of a tabulated summary without reference 
to you personally. 
It will take only a few minutes of your time to 
fill in the check list; but your response, combined 
with those of other graduates, will result in lasting 
benefit to many business students. May we have your 
answers by November 5. 
Your cooperation will be greatly appreciated. 
Sincerely yours, 
Boston Univereity 
School o~ E~uca~ion 
Library 
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APPENDIX B 
SURVEY OF EMPLOYMENT AND EDUCATIONAL EXPERIENCES OF 'liE 1954-1958 
BUSINFSS GRADUATES OF ST. MARY GIRLS HIGH SCHOOL, WAL'IHAM, .MASSACHUSETTS 
Name Class of 
--~l~a-s~t--------------~f~ir~s~t--------m-a1~.d~e-n----- ----------
I. Your present job title 
------------------------------------------
II. Please check source through which you secured your position. 
Relative 
Friend 
Newspaper ad 
Personal application 
Civil Service Exam 
6. 
- 7. 
- B. 
9. 
School 
Commercial employment agency 
State employment agency 
Other: 
Ill. How long have you been employed in your present position? 
IV. Check what you are doing at present. 
1. Working full time 
- 2. Working part time 
3. Attending school 
part time 
-----
4. Attending school 
full time 
5. Unemployed 
6. Keeping house 
V. Please list below the full-time positions which you have held since 
graduation from high school. (List last position first.) 
NAME AND ADDRESS EXACT TITLE OF DATES OF EMPLOYMENT 
OF COMPANY POSITION HELD FROM - TO 
VI. Please check the types of tests taken when applying for your various 
positions. 
1. 
-2. 
- 3. 
- 4. 
Intelligence test 
Typewriting test 
Office machines test 
Clerical aptitude test 
5. 
- 6. 
- 7. 
- 8. 
Shorthand aptitude test 
Transcription test 
Company-constructed test 
Other: 
VII. If you received training on the job which you feel could have been re-
ceived in school, please list the specific duties which should have 
been taught. 
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VIII. List in the order of importance the five subjects taken in high 
school which have been of most value to you in your work. 
1. 
2. 
3. 
4. 
5. 
IX. Please specify what business subjects not taken in school would 
have been helpful to you in your present position. 
X. If you have changed positions, what are some of your reasons for 
making the change? 
1. Marriage 
2. Moved to another area 
3. Did not like fellow 
employees 
4. 
- 5. 
- 6. 
Obtained better position 
Needed at home 
Other: 
XI. Please list the major reasons that prompted you to accept your 
present position. 
XII. What educational training have you obtained in a college, business 
school, evening school, or other schools since graduation? 
SCHOOL MAJOR FIELD DAY NIGHT TD1E SPENT DEGREE OR 
OF STUDY SCHOOL SCHOOL FROM - TO DIPLOMA 
RECEIVED 
j_ 
XIII. Please list a:ny machines, other than the typewriter, that you use in 
your present position. 
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XIV. In Column 1 check the duties and activities you perform on your present job. 
In ColUlTlll 2 check the duties and activities you think should be given -
greater emphasis in high school in preparing students for employment. 
In Column 3 check the duties which are receiving enougp emphasis ~· 
In Column 4 check the duties and activities which you think should be 
eliminated from high school instruction. 
~.g 
O'J Q) 
C/l Cll+l 
JOB ACTIVITIES CHECK LIST ~~ F-1•.-i •.-i t'd Q) C/l -fib~ .~ 0 Q) +> t'd 
G;C/l t'd..C: ;:j..C: .~ F-1 a> ~~ ~~! Q) F-1 &1 p...p... 
(1) (2) (3) (4) 
STENOGRAFHIC AND SECRETARIAL ACTIVITIES 
l. Taking dictation in shorthand and transcribing 
2. Composing letters at the typewriter 
3· Transcribing from record.in.g machines 
4. Ha.I!_C!J:_ing incoming and outgoing telephone calls 
5. Receiving ca.J...Lers 
6. Makillg appointments and reservations 
7- Assist~ng in plans .for social .functions 
8. Ordering supplies and reporting on repairs 
9. Supervising and _E:I:_annmg work for others 
10. Taking dictation at typewriter 
11. Taking_~ctation over telephone 
12. Taking dictation of minutes and transcribing 
13. Receiving and send~ng telegrams by telephone 
14. Securing inf·ormation needed for correspondence 
15. Securing and compiling iriformation for reports 
16. Other stenographic and secretarial duties not listed: 
TYPING ACTIVITIES 
17. Addressing envelopes 
18. Typing letters and reports from longhand 
19. Typing reports, articles, and manuscripts from 
rough drafts 
20. Typing multiple carbons 
21. Prepar~ng masters for liquid duplicators 
22. Prepar:i._~ stencils 
23. Typing statements, bills, and ~vo~ces 
24. Typ~ng ta~~ions and statistical work 
25. Typ~g ~tero.f.fice commun~cat~ons 
26. Filling in .forms and typing cards 
27. Typ~ng mail~ng and other lists 
28. Typ~ng !·orm letters 
29. Other typing duties not l~sted: 
55 
~.g 
JOB ACTIVITIES CHECK LIST 0'":1 Q) (I) (I) 1il ~~ H·r-1 •r-1 Q) (I) ~~ ~ 0 Q) -f->C\1 :~ Ct.; (I) m..c: g.s:: H Q) ~i r5i Q) H ~ p..p.. 
(1) (2) (3) (4 
FIT.ING ACTIVITIES 
30. Sorting and coding material 
31. Gross rererenc1ng 
32. Filing material 
33. Finding material 
34. Keeping a rollow-up file 
35. Transferring files 
36. Labeling new folders 
37. Other filing dutl.es not ll.sted.: 
BOOKKEEPING AND ACCOUNTING ACTIVITIES 
38. Making entries in general journal 
39. Making entries in purchases JOurnal 
40. Makl.ng entr1.es 1n sales journa.... 
41. Making entr1.es in cash journals 
42. Posting to general ledger 
43. PostJ.ng to accou.!!1i_S recel.vable ledger 
44. Posting to accounts payable _l~ger 
45. Operat1ng petty ca.~ f'und 
46. Keep1ng payroll records 
47. Keeping inventory records 
48. Computing interest and discount 
49. Preparing trl.al balance 
5o. Preparing financl.al statements 
51. Preparing government reports 
52. ~erat1ng a checkl.ng accoun_'t; 
53. - guring and cnecking Invoices and statements 
54. Other bookkeep1ng and account1ng activities 
not listed: 
GENERAL OFFICE ACTIVITIES 
55. Handling incoming and outgoing mail 
56. Prepar1ng packages for mailing 
57. Taking inveni;()ry 
58. Doing cashl.er work 
59. Collat1ng materl.al 
60. Doing off1.ce housekeepJ.ng 
61. Other general on·1.ce actl.Vl.'tl.es not ll.sted: 
S6 
XV. As a result of your work experience, do you have any suggestions 
for the improvement of the business education program at Saint 
Mary Girls High School? 
APPENDIX C 
November 29, 1958 
Dear Alumna, 
Have you forgotten to fill in and return 
the check list I sent to you recently? 
In case you have misplaced it, I am en-
closing another copy of it. Please take a 
few minutes today to let us know about your 
present position by completing this check 
list. In this way you will render a valuable 
service to your former teachers and to the 
business students of Saint Mary High School. 
Check list 
Envelope 
Sincerely yours, 
Business Teacher 
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